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SUBJECT: ORR Consultants

1. The use of consultants in the research asctivitiss of the various
camponents of ORR has becams increasingly greater over the last year with a
¢ immaaeinmonditmofﬁmdsforselawmdtmvcl. In
the interest of budpgetary, as well as substantive, control over the use of
consultant services, it has bscome necessary to formalize the following
adninistrative procedures:

8, Vhen it 1s deemsd useful €0 call in a consultant, the division
having priomary interest in the services of the sonsultent will addyess
& munorandum through the sprropriate Arves chisf to the Assistont Director,
ettontion Specia) Assisbent to the AD, This memorandum will set forth
ths following informations : o

{1) Vho the conmsultant is. -

2) Vhare he is affiliated (university, coepany, ete.)

3] Vhen it is dasired to have the consultant present.

) Vhat is to be dlscussed with tho eonsultant, _
{5) Vhy it is necessary to call in a consultant to discuss
- _ the matter. ' :

be. After notification of approval is reaeived by the division
the following rules will apply: i :

- {1) The wdministrative assistent of the division concerned
will forvard & Travel Order to the Administrative Staff (except
in those cases vhere a blanket Travel Order has been authorized)

%o initistion of the truvel. Usual Travel Order processing
procedure will prevail, S

(2) A1l consultonts vho are in a comtimuing duty status for
more than five days will obtain prior approval from the Chief,
Mministrative Staff for Official (reimburssble) travel during this
period,

{3) Consultent Time and Attendance Reports will be mainteined
by the division having primary interest in the consultant?s services,
25X1A9a and uill be prepared for the signature of [ Chief,
St/A/RR es Certifying Officer. Thase Reports must be initialed by
the division chief and forworded to the Administrative Staf? by
0900 on ths Tuesday following the close of the pay periocd.
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(%) Division chiefs will attach to the Time and Attendance
Bmtcmmpeﬁodabrhfmtmntforeachcmultmtm
datymthcir,uvuionmmgawporbionofﬂnmmm. The
statement should indicate the consultant®s comtribution to the
mmmheﬂoﬂofthcdiﬁaionorwﬂmandaawyofth
type of source materinls roviewed by the consultant. This statee
ment vill be forvarded by St/A to the Assistant Direstor and
appropriate Aren chiaf for their reviev.

- /my questions partaining to the procedures outlined sbove should be
referred to Chief, Administrative Staff, room 1125 M Building, extension 2412,

FOR THE ASSISTART DIRECTCR:

Exscutive
KR Distxibution No. 2
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